Using Blackboard for effective communication:
Welcome Screen [adding pictures andannouncements]
· Update the picture on the welcome screen by going to:

CONTROL PANEL ( ORGANIZATION DESIGN ( ORGANIZATION BANNER 

Upload whatever picture you would like to show up for your members when they login.

· Post an announcement on the welcome screen by going to:

CONTROL PANEL ( ANNOUNCEMENTS ( ADD ANNOUNCEMENT

This will show up on your welcome screen for a week and will remain up until you delete it.

Menu Options [adding content, links, and files]
· Change your menu options by going to:
CONTROL PANEL ( MANAGE ORGANIZATION MENU

From there, you can add new menu options and rank them in whatever order you feel fit. 
· To edit the content in your menu options, go to the menu option of your choice and click EDIT VIEW in the upper right corner.

· To create an external link, just click on EXTERNAL LINK under the EDIT VIEW and fill in the category fields.

· To host a file, just create a new menu option called “documents” or something similar, and under the EDIT VIEW option upload whatever documents to the page that you want!  You can even organize them by folders by creating them from the menu on the EDIT VIEW page!
Personal Menu (Group Pages)

· To create a new Group Page, go to:

CONTROL PANEL ( ADVANCED GROUP MANAGEMENT ( ADD GROUP
Create options for your new group by setting up file exchanges, virtual classroom (chat) and more functions!

· After you have added your new group, add members to the group by clicking on VIEW/ASSIGN USERS on the bottom right corner.  By adding members to this group, the content is only available to them.

Discussion Board

· To start a new topic on a discussion board, you must first place it in a forum.  To make a new forum, go to:

DISCUSSION BOARD ( ADD FORUM

Fill in the different character fields and you’ve got yourself a new forum to discuss things in!  All groups have their own forums that members of those groups can collaborate in.

· To post a new thread within a forum, click on the ADD THREAD button at the top corner of the page.

Surveying

Manage E-Mails

·   To send an e-mail to all users, under tools go to:

COMMUNICATION ( SEND E-MAIL ( ALL USERS

You can use this option for all users, select users, leaders, and select groups.

· To send an e-mail from a group that you belong to, under tools go to:

COMMUNICATION ( GROUP PAGES ( GROUP NAME ( SEND E-MAIL

User Management

· To modify who can and cannot use your system’s Blackboard, please modify your roster on Stuey.  You can create specific groups for New Members and Active Members.
Surveys and Gradebook
· You can use Blackboard to create surveys and find out quick information out from members.  Current addresses, phone numbers, t-shirt sizes, and anything else you would need to know from your members is only a few clicks away if you require members to take the Blackboard survey.  To create this survey, go to:

CONTROL PANEL ( SURVEY MANAGER ( ADD SURVEY
From there, make your questions and choices.  Be sure to pay careful attention to the different types of questions so that you’re not asking something in the wrong way.  To find the answers to the survey, just check the Gradebook!
